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'  weeks  to  go  before  we  move  into  the  New  Main  Library, 
into  high  gear  to  make  the  transition  as  smooth  as  possible. 

ion  Team,  chaired  by  Kathy  Page  and  composed  of  Toni 
ayes,  Ed  McBride,  Nancy  Musser,  Marcia  Schneider,  Elhe 
h  Walsh,  met  for  the  first  time  on  7/5.  This  group  will 
on  Thursdays  at  10:30  a.m. 

ions  will  distribute  weekly  updates  on  the  group's  progress 
it  in  the  system  via  interoffice  mail.  An  e-mail  version  will 
d  via  general  SFPL  distribution  every  Friday. 

ow  at  a  stage  of  construction  where  staff  tours  can  begin, 
lace  on  Fridays  starting  at  3:30  p.m.  Each  group  will  be 
f  Scheduling  of  signups  for  tours  will  be  handled  through 
^sion  Head's  office.  Details  will  be  distributed  next  week, 
eed  to  wear  hard-soled  shoes  (no  sneakers  or  running  shoes 


The  Implementation  Team  will  convene  several  staff  working  groups,  with 
a  key  umbrella  group  called  the  NML  Managers  Working  Group.  At  least  5 
other  working  groups  have  been  identified  and  will  be  convened  by  the  start 
of  August.  They  are: 


Programming/Meeting  Rooms/Exhibits 

Opening  Day  CoUections/DRA  Location  Codes 

Staff  Orientation  &  Training  (led  by  the  new  Staff  Development  Committee) 

Technology  Planning  (including  the  Online  Databases  Committee) 

Pubhc  Service  Pohcies  &  Procedures  (including  the  Reference  network) 
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PLANNING  REPORT: 

With  less  than  40  weeks  to  go  before  we  move  into  the  New  Main  Library, 
plans  are  moviag  into  high  gear  to  make  the  transition  as  smooth  as  possible. 

The  Implementation  Team,  chaired  by  Kathy  Page  and  composed  of  Toni 
Bemardi,  Hope  Hayes,  Ed  McBride,  Nancy  Musser,  Marcia  Schneider,  EUie 
Shapiro  and  Rich  Walsh,  met  for  the  first  time  on  7/5.  This  group  will 
continue  to  meet  on  Thursdays  at  10:30  a.m. 

Community  Relations  wiQ  distribute  weekly  updates  on  the  group's  progress 
to  every  work  unit  in  the  system  via  iaterofifice  mail.  An  e-mail  version  will 
also  be  distributed  via  general  SFPL  distribution  every  Friday. 

The  building  is  now  at  a  stage  of  construction  where  staff  tours  can  begin. 
They  will  take  place  on  Fridays  starting  at  3:30  p.m.  Each  group  will  be 
limited  to  25  staff.  Scheduling  of  signups  for  tours  will  be  handled  through 
each  Chief  or  Division  Head's  office.  Details  will  be  distributed  next  week. 
Participants  will  need  to  wear  hard-soled  shoes  (no  sneakers  or  running  shoes 
allowed). 

The  Implementation  Team  will  convene  several  staff  working  groups,  with 
a  key  umbrella  group  called  the  NML  Managers  Working  Group.  At  least  5 
other  working  groups  have  been  identified  and  will  be  convened  by  the  start 
of  August.  They  are: 


Programming/Meeting  Rooms/Exhibits 

Opening  Day  CoUections/DRA  Location  Codes 

Staff  Orientation  &  Training  (led  by  the  new  Staff  Development  Committee) 

Technology  Planning  (including  the  Online  Databases  Committee) 

Public  Service  Pohcies  &  Procedures  (including  the  Reference  network) 


The  Implementation  Team  also  has  begun  to  discuss  how  Main  Library 
services  should  be  handled  during  the  transition  -  which  should  remain  in 
place,  be  curtailed  and  when.  This  will  be  a  major  discussion  point  over  the 
next  couple  weeks  since  many  other  aspects  of  planning  depend  on  making 
these  decisions. 

NEW  MAIN  LIBRARY  NEWS 

FURNITURE 

The  Systems  Furniture  contract  was  won  by  Kimball/Business  Interiors  on 
6/30/95.  This  contract  is  for  the  staff  modular  workstations.  Kimball  wiU 
begin  making  shop  drawings  immediately.  This  furniture  is  due  to  be 
delivered  to  the  new  building  starting  11/1/95. 

The  Standard  Furniture  bid  documents  are  being  advertised  7/14.  This  bid 
package  includes  the  1200+  reader  chairs,  a  multitude  of  filing  cabinets,  work 
tables,  staff  ergonomic  chairs  and  other  items. 

THE  MOVE 

The  Move  Committee  is  beginning  to  measure  the  collection,  in  preparation 
for  "mapping"  it  in  the  new  building.  This  week,  a  subcommittee  is  testing  its 
data-gathering  procedures  by  measuring  a  segment  of  the  book  collection  in 
the  Dewey  300s. 

EXHIBITS/PROGRAM  COORDINATOR 

Interviews  for  the  Exhibits  Program  Coordinator  were  held  7/6.  Kathy  Page 
is  working  with  the  Library  Foundation  staff  to  confirm  a  selection  and 
proceed  with  contract  negotiations.  We  plan  to  have  the  consultant  start  work 
before  the  end  of  July. 
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^  1.       The  new  Staff  Development  and  Training  Committee  is  being  assembled. 

Qii  Representatives  from  througliout  the  library  system  will  be  appointed  within  the 

^  next  two  weeks.  One  of  the  first  tasks  for  this  committee  will  be  to  plan  and  lead 

the  staff  orientation  program  to  the  new  Main  Library. 


2.       Kathy  Page  and  the  Construction  Project  Team  staff  have  initiated  regular  move-in 
2  and  project-end  schedule  coordination  meetings  to  start  8/2. 


3 .       Staff  tours  of  the  new  building  will  begin  7/28  and  will  continue  on  a  weekly  basis 

^  from  that  date.  The  Move  Committee  and  the  Main  Library  Department  Heads 

2;  will  be  the  first  tour  groups.  Scheduling  of  participants  for  subsequent  tours  will 

<  start  next  week. 

>— > 

>n  4.       The  Exhibits  Program  consultant  has  been  selected.  Former  Exhibits  Program 

Coordinator  for  the  New  York  Public  Library,  Susan  Saidenberg,  will  start  work  8/4. 

NEW  MAIN  LIBRARY  NEWS 


1.  Hope  Hayes  has  resigned  as  Chief  of  the  Main  Library,  effective  August  1st. 
There  will  be  a  staff  farewell  July  28th  in  the  San  Francisco  History  Room  from 
5:00  to  7:30  p.m.  All  staff  are  invited. 

Hope  assumes  the  position  of  Director  of  the  African/ American  Library  and 
Museum  at  the  Oakland  Public  Library  in  August. 

2.  Ken  Dowlin  has  assigned  Kathy  Page  from  Chief  of  Facilities  Development  to 
become  the  Chief  of  the  Main  Library.  Kathy  will  continue  to  lead  the 
Implementation  Team.  Responsibility  for  construction  oversight  for  branch 
projects  is  now  assigned  to  Rich  Walsh,  manager  of  Operations  and  Facilities. 

3.  David  Price  began  work  on  Monday  as  Special  Assistant  to  the  City  Librarian  for 
Strategic  Planning,  Policy  Development,  and  Financial  Administration.  He  will 
head  the  financial  administration  of  the  NML  project. 
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The  pre-bid  conference  and  site  walk  for  prospective  moving  services  bidders 
was  held  on  7/24.  Four  of  the  five  most  prominent  library  collection  moviag 
speciaHsts  in  the  US  were  in  attendance,  as  well  as  several  local  moving 
companies.  The  Move  Contract  bid  award  is  scheduled  for  9/1 ,  so  the  mover 
can  be  on  board  by  9/29.  Shirley  McLaughlin,  General  Collections,  has 
started  work  part  time  as  the  Main  Library's  move  coordinator.  Shirley  will 
work  with  the  Move  Committee  to  measure  the  book,  AV  and  document 
collections  prior  to  "mapping"  their  locations  in  the  new  building. 

Technology  Projects 

Gloria  Stockton  has  been  hired  by  the  Library  Foundation  as  a  consultant  to 
assist  Ed  McBride  and  the  Implementation  Team.  She  will  complete  the 
planning  and  implementation  of  several  new  technology  projects,  including 
the  Children's  Discovery  Center,  interactive  touch  screen  directories, 
multimedia  digitizing  projects  and  other  technology-based  features  to  be 
made  available  in  the  new  building. 

Computer  and  Telephone  Move 

Automation  Services  staff  have  conducted  several  working  sessions  with  staff 
firom  DEC,  AT  &  T,  the  Department  of  Telecommunications,  Pacific  Bell, 
and  the  NML  Construction  Management  Team  to  plan  the  move  of  the 
computer  and  telephone  systems.  This  will  be  done  in  a  way  that  provides 
continuous  support  to  branch  library  service  during  the  transition,  as  well  as 
support  the  Main  Library  move.  Kathy  Page  will  begin  work  with  the  Main 
Library  managers,  the  Implementation  Team,  and  the  Move  Committee  in 
August  to  confirm  telephone  needs  in  the  new  building  and  block  out  tuning 
of  the  various  parts  of  the  move. 
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David  Price,  Special  Assistant  to  the  City  Librarian,  is  being  assigned  to 
manage  the  Library's  Personnel  Office  as  well  as  Budget  and  Accounting, 
efifective  8/1,  so  that  Ed  McBride  can  concentrate  on  the  Library's 
numerous  automation  and  technology  projects  under  development.  These 
include  implementation  of  the  automated  network  design  for  the  system, 
once  the  new  Main  Library  opens,  as  well  as  the  introduction  of  ADA 
OP  AGs  and  self-checkout  terminals,  implementation  of  multimedia 
workstations,  both  in  the  Main  Library  and  the  Resource  Branches,  and 
much  more.  As  Ed  steps  sideways  back  into  Automation  fulltime,  the 
Implementation  Team  would  hke  to  express  heartfelt  thanks  to  him  for  his 
leadership  and  devotion  to  duty  during  the  Library  Preservation  Fund 
start-up.  It  has  been  quite  a  year! 

Staff  tours  are  now  underway  and  wiU  proceed  through  the  rest  of  summer 
and  fall.  Once  Staff  Committees  have  toured  the  building,  all  other  staff 
will  be  scheduled,  in  groups  of  25.  Stay  timed  for  your  tour  date. 
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By  mid-September,  the  various  stafif  committees  will  have  toured  the  building  andtne  oalance  ot  staff 
assigned  to  the  current  Main  Library  and  45  Hyde  will  begin  to  be  booked  for  tours.  During  the  last 
week  in  August,  the  Chief  of  the  Main  Library's  Office  will  send  out  information  on  how  staff  may 
sign  \xp.  Once  these  staff  have  toured  the  building,  the  Chief  of  Main  and  Chief  of  Branches  offices 
will  begin  scheduling  the  balance  of  branch  library  staff  for  their  tours.  Watch  for  details ! 


MAIN  LIBRARY  SERVICES  DURING  CLOSURE 

At  their  meeting  next  week,  the  Main  Library  Department  Heads  will  begin  the  process  of 
developing  recommendations  regarding  which  services  to  continue,  which  to  curtail  and  which  to 
modify  during  the  period  in  which  the  Main  Library  will  be  closed.  These  recommendations  will  go 
to  the  Implementation  Team  in  early  September. 


FOCUS  COLLECTION  PLANNING 

Nancy  Musser  has  initiated  an  ongoing  weekly  meeting  of  Main  Library  Department  Heads  and 
other  key  stafif  to  develop  the  set  of  DRA  location  codes  for  materials  in  the  new  Main  Library  and 
to  plan  the  selection,  ordering,  processing  and  storage  of  materials  needed  for  Opening  Day. 


PLANNING  THE  MOVE 

Seven  bids  were  received  for  the  Library's  moving  services  contract,  including  4  bids  from  national 
Ubrary  moving  specialists.  The  bids  are  being  evaluated  now;  a  moving  company  should  be  under 
contract  by  the  end  of  September. 

The  Move  Committee  kicks  off  the  collection  measuring  project  this  week.  A  small  army  of  staff 
armed  with  cUpboards  and  measuring  tape  will  fan  out  through  the  building  to  measure  each  segment 
of  the  collection. 


EXHIBITS  PROGRAM 

Susan  Saidenberg,  the  Library's  exhibits  consultant,  is  hard  at  work  this  week  and  next,  meeting  with 
Library  staff,  scholars,  community  group  representatives  and  many  others  to  jump  start  the  NML 
Opening  Day  Exhibit.  This  show  will  be  visible  on  every  floor  of  the  new  building  on  opening  day 
as  well  as  in  branches.  The  title  is  not  yet  determined,  but  the  idea  is  to  celebrate  the  many 
communities  that  make  up  San  Francisco. 


FRIENDS'  STORE 

The  Friends  of  the  Library  are  hard  at  work  vrith  Hope  Van  Winkle,  the  consultant  hired  to  plan  the 
inventory  of  their  store.  A  wide  range  of  items  is  being  stocked  including  items  that  will  tie  in  with 
the  opening  day  exhibit. 
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This  Tuesday,  the  Department  Heads  began  work  on  recommending  which  services  to 
continue,  to  suspend  or  to  modify  during  the  three  months  the  Main  Library  will  be 
closed.  A  systemwide  group  to  work  on  circulation  issues  was  formed,  to  be  chaired  by 
Loretta  Dowell.  A  second  group  to  work  on  reference  service  issues,  made  up  of 
representatives  from  the  systemwide  Reference  Network,  will  be  formed  next  week. 

PLANNING  THE  MOVE 

Prequalification  of  moving  companies  to  bid  on  the  moving  services  contract  will  be 
announced  8/18.  Pricing  bids  from  these  companies  will  be  opened  9/1 .  We  will  award  the 
contract  by  the  end  of  September. 

Carol  Brown,  the  Library's  ftimiture  and  move-in  consultant,  is  negotiating  installation 
schedules  with  the  custom  and  systems  ftimiture  vendors  to  position  arrival  of  this 
ftimiture  to  coordinate  with  the  book  collection  move. 


STAFFING  PLAN  &  WORK  ASSIGNMENTS 

The  Implementation  Team  will  complete  the  current  staff  position  review  by  8/25.  The 
staffing  plan  for  the  new  building  can  then  be  finalized  and  matching  of  current  staff  to 
new  Main  Library  positions  can  then  begin.  Implementation  Team  members  v^ll  meet  with 
various  staff  groups  and  with  representatives  of  Local  790  over  the  course  of  the  next 
several  weeks  as  this  work  proceeds. 

EXHEBirS  PROGRAM  AND  MEETING  ROOMS 

Scholars  have  been  selected  to  work  with  Library  staff  beginning  in  September  to  plan 
the  Opening  Exhibit. 

A  meeting  room  booking  system  for  the  new  building's  1 1  meeting  and  conference  rooms 
is  being  developed.  A  systemwide  adult  programming  committee  will  be  established 
within  the  next  few  weeks,  chaired  by  Laura  Lent,  Aduh  Program  Specialist. 

BUILDING  MAINTENANCE 

Matt  Smyth,  the  new  Main  Library's  Chief  Engineer,  has  begun  to  use  building 
maintenance  software  to  inventory  every  piece  of  maintenance-dependant  equipment  in 
the  new  building.  This  inventory  will  provide  the  basis  for  a  comprehensive  maintenance 
management  database  for  the  buUding  and  its  systems  and  will  enable  the  engineers  to 
keep  track  of  preventive  maintenance  schedules,  warranty-related  tasks  and  a  host  of 
other  routines  necessary  to  keep  the  building  "tuned"  and  ftinctional. 
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STAFF  TOURS 

Phase  2  of  this  effort  has  begun.  Staff  assigned  to  the  Main  Library  and  45 
Hyde  who  have  not  already  gone  on  a  building  tour  will  begin  signing  up  for 
Friday  afternoon  tours  that  start  9/8  and  continue  through  October.  Staff  can 
put  their  names  on  sign-up  sheets  located  in  the  Chief  of  the  Main  Library's 
office  (after  checking  with  their  supervisor). 

Phase  3  of  staff  tours  will  extend  the  process  to  the  balance  of  staff  located 
at  Branch  Libraries. 

FURNITURE 

A  mockup  of  the  reader  table  has  been  built  and  is  under  review  by  the 
interior  design  team.  Initial  reports  are  very  positive  -  a  full  report  will 
follow. 

MAIN  LIBRARY  SERVICES  DURING  CLOSURE 

Spinoff  groups  are  being  created  through  the  Main  Library  Department 
Heads  to  prepare  recommendations  on  specific  aspects  of  service.  Loretta 
DoweU  is  chair  of  a  circulation  services  group;  Roberto  Esteves  will  chair  a 
group  that  will  look  at  reference  services.  Recommendations  will  go  to  the 
Implementation  Team  by  mid-September. 

CELEBRATIONS 

Kathy  Page  has  begun  to  meet  with  the  events  planner  hired  by  the  Library 
Foundation  to  plan  the  numerous  events  that  will  take  place  before,  during 
and  after  Opening  Day.  The  Library  and  the  Foundation  will  work  together 
to  plan  celebrations  we  all  can  feel  part  of  and  enjoy. 
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TECHNOLOGY  AT  THE  NEW  MAIN  AND  BRANCHES 

Ed  McBride,  Director  of  Support  Services,  is  in  the  process  of  creating  a  timeline  for 
implementing  technological  services  and  programs  in  the  New  Main  and  branches,  based 
on  the  following  goals: 

1.  to  plan  and  build  an  information  system  infrastructure  that  relates  to  both 
the  traditional  mission  of  a  library  and  non-traditional  services,  and 
provides  a  community  resource  for  all  types  of  online  consumer 
information; 

2.  to  build  information  systems  to  support  the  Library's  diverse  and  extensive 
collections  of  books,  materials  and  electronic  resources; 

3.  to  provide  access  to  information  systems  and  training  through  Library 
facilities,  using  state-of-the-art,  easy-to-use  technology; 

4.  to  plan  an  information  system  that  will  become  a  community  resource; 

5.  to  plan  and  build  information  systems  that  will  support  Library  staff. 

Technological  highlights: 


hundreds  of  pubUc  terminals  to  access  the  catalog  and  community 
information  databases 

multi-media  workstations  that  also  access  segments  of  our  special 
collections  and  the  Internet 

workstations  v^th  enlarged  screen  displays  and  voice  output  as  well  as 
"talking  signs"  to  help  guide  people  with  impaired  vision 

workstations  designed  for  learning  differences,  utilizing  special  software 
and  text  display  enhancements  to  help  users  organize  work  and  research 

Children's  Electronic  Discovery  Center,  introducing  children  (through  age 
12)  to  new  information  technology  and  resources  such  as  CD-ROMS  and 
dedicated  modems  to  services  provided  through  CityLink,  including 
homework  help  and  conferencing 
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The  opening  Exhibit  being  partially  funded  by  the  Rockefeller  Foundation  has  been  given  a  tentative 
title:  San  Francisco  -  Bom  Cosmopolitan.  Becoming  International.  This  exhibit  will  be  in  two  parts. 
Part  One:  The  Dimensions  of  Diversity:  Who  Are  "We"  ?  will  run  from  June  through  November, 

1996.  Part  Two:  The  Pohtics  of  Inclusion  will  open  in  January,  1997  and  continue  through  April, 

1997.  Scholars  Glenna  Matthews  and  Bill  Issel  have  already  begun  to  identify  themes  and  work  with 
our  staff  to  identify  objects  from  our  collections  to  include  in  the  exhibit. 

An  additional  exhibit  is  being  planned  for  April  to  June.  As  yet  unnamed,  it  will  focus  on  the  history 
of  the  San  Francisco  Public  Library  and  the  building  of  the  new  library.  Our  architects  are  being 
asked  to  help  create  the  exhibit.  A  book  about  the  Library  that  will  be  published  to  coincide  with  the 
opening  will  also  be  featured. 


STAFFING  PLAN 

The  Implementation  Team's  reconciliation  of  current  staffing  has  been  completed.  Work  is  now 
underway  to  finalize  the  New  Main  Library  staffing  plan.  This  critical  activity  should  be  completed 
within  the  next  two  weeks:  The  process  of  matching  current  staff  to  assignments  in  the  new  building 
can  then  begin.  Our  goal  is  that  everyone  will  know  their  work  location  by  11/1 . 


STAFF  ORIENTATION  PROGRAM 

Kathy  Murray,  Personnel,  will  convene  the  Staff  Development  &  Training  Committee  within  the 
next  two  weeks  to  kickoff  planning  for  the  orientation  program. 

Staff  tours  of  the  new  building  are  booked  through  mid-October.  We  are  opening  up  additional  tour 
dates  through  the  end  of  that  month.  If  you  work  at  the  Main  Library  or  in  45  Hyde  and  have  not  yet 
signed  up,  do  so  right  away.  Tours  of  the  building  for  branch  library  staff  will  begin  in  November. 


PLANNING 

Work  is  proceeding  now,  or  will  be  within  the  next  couple  of  weeks,  on  the  following  fronts: 

*Recommendations  for  handling  circulation  services  during  the  closure 

(Adhoc  Main/Branch  Circ  Committee;  Loretta  Dowell,  chair) 
*R.ecommendations  for  handling  reference  services  during  the  closure 

(Reference  Network;  Roberto  Esteves,  chair) 
♦Measuring  and  mapping  the  collections 

(Staff  Move  Committee;  Shirley  McLaughlin,  chair) 
*Staff  orientation  program 

(Staff  Development  &  Training  Committee;  Kathy  Murray,  chair) 
♦Borrower  Services  operations  (Borrower  Services  staff;  Loretta  Dowell,  chair) 
♦Shelving  &  sorting  operations  (Main  Library  Page  Supervisors;  Kathy  Page,  chair) 
♦Meeting  room/exhibits/special  events  policies  &  procedures  (Laura  Lent) 
♦What  activities  can  be  suspended  or  postponed  during  the  transition? 

(Main  Library  Dept.  Heads;  Kathy  Page,  chair) 
♦Moving  the  computer  and  telephone  systems 

(Automation  Services  staff"  Ed  McBnde,  chair) 
♦Sequencingthe  delivery  &  installation  of  furniture  and  equipment 

(Facilities  Development  staff;  Elena  Engel  &  Carol  Brown,  co-chairs) 
♦Opening  Celebration  Events  (Library  Foundation  staff  &  Kathy  Page) 
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STAFF  CHANGES  F 

Cathy  Sanford  has  become  the  interim  Coordinator  of  the  technology  program,  replacing  Ed  McBride, 
Director  of  Support  Services.  Ed  is  leaving  to  join  Triadigm  Technologies  of  Sacramento.  Susan  Todd 
will  become  the  interim  database  services  supervisor.  Mike  Levy  will  function  as  manager  of  the  multi- 
media program,  which  is  digitizing  the  Dorothy  Starr  sheet  music  collection,  photographs  from  the  San 
Francisco  History  Room  as  well  as  creating  and  producing  multi-media  presentations  for  the  affinity 
group  centers. 

ELECTRONIC  DISCOVERY  CENTER 

The  center  is  a  key  part  of  the  technology  program  of  the  NML.  Toni  Bemardi,  Coordinator  of 
Children's  Services,  Sybil  Boutilier,  CityLink  Coordinator,  Gloria  Stockton,  consultant,  and  Steve 
McLaughlin,  Manager  of  New  System  Services,  as  well  as  an  intemal  committee  of  children's  librarians 
and  technical  services  people  have  set  a  meeting  for  September  29  to  develop  software  collections, 
procedures  and  programs.  A  software  demo/critique  for  selection  purposes  will  be  arranged  in 
October/November. 

A  Community/Lidustry  Advisory  Committee  is  also  being  planned  to  help  keep  the  library  aware  of 
developments  in  the  field  and  to  encourage  community  support. 

By  Opening  Day,  the  center  will  offer  access  to  the  San  Francisco  Coimection,  the  World  Wide  Web 
with  full  graphical  interface,  and  the  library's  multi-media  project.  There  will  also  be  a  Community 
Conferencing  service  and  math  homework  help  hotline  through  the  grant-funded  CityLink  program, 
as  well  as  CD-ROMs,  including  manipulative  stoiy  and  art  programs  for  younger  children  and  research 
and  reference  tools  for  students. 

Future  plans  call  for  "visiting"  programs  on  a  periodic  basis. 

Access  to  these  materials  and  functions  should  eventually  be  available  in  all  branches. 

STAFF  ORIENTATION  PROGRAM 

The  Staff  Development  Training  Committee  will  meet  October  5  to  kick  off  the  plaiming  of  the  staff 
orientation  program. 


SERVICE  DURING  CLOSURE 

Committee  recommendations  for  reference  and  orientation  services  to  continue  or  be  modified  or 
suspended  during  closure  of  the  Main  Library  are  being  reviewed  by  main  Library  Dept.  Heads  and 
branch  Clusters  over  the  next  couple  weeks,  then  on  to  Implementation  Team  for  approval. 

COLLECTIONS  MOVE 

Plaiming  for  labelling  the  collections  in  the  new  building  is  being  merged  v^th  Technical  Services' 
opening  day  collections  acquisitions  project  and  the  collection  mapping  project,  which  the  Move 
Committee  is  just  now  starting. 
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(September  29,  1995 
MOVING  CONTRACTOR 


It's  official!  The  moving  contract  has  been  awarded  to  National  Library 
Relocations,  a  nationally  recognized  specialist  in  moving  libraries.  The  Move 
Committee  will  begin  working  with  their  staff  by  mid-October  to  plan  the 
move. 

Shirley  McLaughlin,  the  Move  Committee  chair,  is  currently  overseeing  entry 
of  the  collection  measurement  data  gathered  this  past  month. 


TECHNOLOGY 

Ed  McBride's  last  task  before  he  leaves  the  Library  is  to  synthesize  the 
automation  planning  we  have  all  done  over  the  past  five  years  into  a 
compilation  that  we  can  use  to  chart  our  course,  both  up  to  Opening  Day  and 
beyond.  We  can  also  use  it  when  we  allocate  new  equipment  (a  process  that 
will  occur  in  October  and  November)  and  when  we  select  new  electronic 
products. 

Funding  levels  for  the  components  of  the  plan  are  being  finalized  now.  Once 
known.  Automation  Services  staff  will  be  able  to  share  with  us  the  details  of 
the  plan. 


ART  PROJECTS 

Ann  Hamilton,  Ann  Chamberlain  and  their  hardworking  crew  will  finish 
applying  thousands  of  armotated  catalog  cards  to  the  diagonal  wall  on  the 
3rd,  4th  and  5th  floors  of  the  building  this  week.  The  visual  impact  is 
powerful;  this  art  piece  will  be  a  source  of  considerable  interest  and  delight. 

Alice  Aycock's  conical  stair  is  about  to  be  installed  in  the  Periodicals 
Reading  Room  on  the  5th  floor. 
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Do  you  have  a  question  about  the  new  Main  Library?  If  so,  you  can  send  it  to 
a  new  email  inbox:  ASKNML.  Questions  will  be  fielded  by  Kathy  Page,  other 
members  of  the  Library's  Implementation  Team  or  technical  experts,  as 
needed.  Answers  will  be  posted  at  the  ASKNML  address. 


STAFF  ORIENTATION  &  TRAINING 

The  Staff  Training  &  Development  Committee  met  with  Kathy  Page 
Thursday,  October  5,  to  begin  planning  the  orientation  and  training  plan  for 
the  new  Main  Library.  This  plan  will  be  available  to  staff  throughout  the 
Library  system  and  will  include: 

*  Orientation  to  the  building 
*Building  policies  &  procedures 
*How  to  use  the  building's  equipment 
(everything  fi-om  lights  and  windowshades  to  ergonomic  chairs,  cardkey 
access  readers  and  the  vertical  conveyor) 
*Orientation  to  NML  services 
♦Training  on  specific  pieces  of  equipment 

(everything  fi-om  multimedia  work  stations  to  assistive  listening  devices  for 
the  deaf) 

♦Training  on  new  information  resources,  both  electronic  and  more  traditional 
♦Customer  service 

♦Enhancing  supervision  and  management  skills 


The  committee  will  develop  a  timetable  to  implement  the  training,  identify 
trainers  both  inside  and  outside  the  Library,  publicize  training  sessions  and 
work  with  the  Implementation  Team  to  secure  funding  when  needed  and 
ensure  administrative  support  to  make  the  plan  a  success. 
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INDOOR  Am  QUALITY  AT  THE  NEW  MAIN  LIBRARY 

The  Library's  Health  &  Safety  Committee  (Myrtle  Coleman,  Debbie  Comue,  Lew  Fields, 
Sheila  Goldmacher,  Rachel  Maclachlan,  John  Philbrook  and  Rich  Walsh)  met  with 
architect  Anthony  Bemheim  on  Tuesday,  October  10,  to  discuss  air  quality  at  the  New 
Main  Library.  They  were  very  impressed  with  Bemheim's  slide  show  presentation  and 
subsequent  discussion. 

Any  staff  member  interested  in  hearing  an  audio  cassette  tape  of  the  session  should 
contact  Cooley  Windsor  in  the  Operations  and  Maintenance  office  at  557-4245. 

Meeting  Summary: 

The  development  of  the  New  Main  has  consistently  included  measures  to  ensure  that  the 
environment  will  be  safe  and  comfortable.  These  measures  include  the  following  points: 

1 .  The  heating,  ventilating,  and  air  conditioning  (HVAC)  system's  outdoor 
air  intakes  are  located  on  the  roof  at  two  corners  of  the  building  to  reduce 
intake  of  ground-level  air  pollution,  such  as  traffic  exhaust. 

2.  The  HVAC  system  includes  a  high-efficiency  air  filtration  system  with  pre- 
filters  at  30%  efficiency  and  final  filters  at  85%. 

3.  Exposed  fiberglass  within  the  HVAC  system  has  been  encapsulated  to 
eliminate  amplification  sites  for  fiangal  and  bacterial  microorganisms. 
Acoustic  panels  in  the  air-handling  units  are  encapsulated  with  a  thin 
mylar  coat  with  an  inner  perforated  metal  liner.  Stainless  steel  is  used  for 
the  liner  where  outdoor  air  moisture  is  present. 


The  HVAC  system  is  designed  to  deliver  an  average  minimum  ventilation 
air  rate  of  25  cubic  feet/minute  of  outdoor  air  per  occupant.  The  digital 
control  and  outdoor  air  economizer  system  allow  larger  quantities  of 
outdoor  air  when  the  outdoor  temperature  is  between  55  to  72  degrees  F. 


5 .       The  roof  air  exhausts  are  located  along  the  edge  of  the  linear  and  circular 
atriums,  more  than  40  feet  away  fi-om  the  outdoor  air  intakes. 


6. 


The  library  will  operate  the  HVAC  unit  for  an  extended  period  during  the 
move  using  100%  outside  air  in  order  to  flush  chemical  residues. 


7.  The  library  has  purchased  computer  software  from  Caver-Morehead  to 
implement  a  maintenance  and  tracking  plan  for  equipment.  This  will 
ensure  that  preventive  maintenance  is  performed  in  a  timely  manner. 

8.  The  New  Main  project  specifications  prohibited  the  use  of  particle  board; 
this  will  reduce  formaldehyde  emissions  into  the  air. 

9.  Patrons  will  enter  the  New  Main  over  stainless  steel  floor  mats  and  walk 
approximately  100  feet  prior  to  reaching  the  carpeted  areas.  This  allows 
dirt  to  be  removed  from  their  shoes  instead  of  being  tracked  onto  the 
carpets. 

1 0.  The  carpeting  contractor  is  required  to  air  out  carpets  prior  to  installation, 
and  the  library  has  obtained  high-efficiency  particulate  arrestor  (HEP A) 
vacuums. 

1 1 .  The  library's  book  collections  will  be  cleaned  by  the  mover  prior  to  being 
placed  in  the  New  Main. 

12.  The  architects  estimate  that  outside  air  in  excess  of  the  minimum  will  be 
circulated  at  least  90%  of  the  year. 
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STANDARD  FURNITURE 

Great  news:  Bids  on  this  furniture,  which  includes  all  the  reader  and  staff  chairs,  work 
tables,  filing  cabinets,  waste  baskets  and  numerous  other  items,  came  in  lower  than 
anticipated.  The  Library  will  be  able  therefore  to  purchase  the  standard  furniture  AND  the 
custom  furniture  in  alternate  #4.  This  means  we  will  have  ALL  the  furniture  we  had 
planned  to  have  on  Opening  Day. 

MOVING  COMPANY 

National  Library  Relocations,  our  moving  company,  is  now  on  board.  Scott  Miller,  NLR's 
project  manager,  met  with  Shirley  McLaughlin,  the  Move  Committee  chair,  Carol  Brown, 
the  move  coordinator.  Rich  Walsh  and  others  this  week,  to  kick  off  our  coordinated 
planning.  Scott  will  meet  with  each  Main  Library  department  in  mid-November  to  learn 
firsthand  our  needs  and  concerns  about  the  move  of  the  collections. 


COLLECTION  MEASUREMENT  AND  MAPPING 

Shirley  McLaughlin  has  entered  the  collection  measurement  data  that  each  department 
collected  into  a  Lotus  spreadsheet  so  that  exact  calculations  of  each  part  of  the 
collection's  shelving  needs  can  begin.  By  the  time  we  meet  with  Scott  Miller  in  November, 
we  will  be  able  to  share  detailed  shelving  information  with  him. 

SERVICES  DURING  THE  MOVE 

The  City  Librarian  has  approved  the  staff  recommendations  for  services  during  the  move. 
A  publicity  committee,  headed  by  Marcia  Schneider,  will  produce  printed  summaries  of 
these  measures,  as  well  as  press  releases,  flyers  and  other  guides  aimed  at  our  patrons,  the 
general  public  and  Bay  Area  and  California  libraries.  You  will  begin  to  see  these  the  first 
week  in  November. 

Here  are  highlights  of  the  recommendations: 

*Stop  circulating  Main  Library  materials  on  Sunday,  12/31,  at  5  pm 
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*Loan  periods  for  Main  Library  materials  will  remain  as  they  are  now  -  no  extensions. 

*Borrower  Services  department  at  the  Main  Library  will  maintain  incoming  telephone 
lines  during  the  move  to  respond  to  public  inquiries. 

*The  self-reserve  feature  of  the  online  catalog  will  be  implemented  no  sooner  than  6/1/96. 

*  An  information  kiosk  staffed  by  Main  Library  staff  will  operate  on  the  front  steps  of  the 
old  Main  Library  during  certain  hours  of  each  day  (weather  permitting). 

*Maintain  telephone  reference  at  the  Main  Library  -  staff  TIP  telephones  at  maximum  level; 
staff  Art  &  Music,  Business/Science/Documents  and  General  Collections/Humanities  at 
skeletal  level. 

*Place  BSD's  financial  advisory  services  at  West  Portal  Branch  along  with  BSD  staff  to 
assist  in  use  of  that  material. 

*  Provide  document  delivery  access  to  selected  unique,  high-demand  materials  such  as 
wiring  diagrams  and  sheet  music. 

*  Experiment  with  taking  ILL  requests  at  branch  libraries  (trial  run  at  selected  branches 
during  November). 

♦Prepare  handouts  and  cribsheets  to  help  staff  and  public  find  materials  they  needs  in 
other  libraries  during  the  move. 

For  more  details,  watch  for  the  upcoming  publicity.  In  the  meantime,  ask  your  department 
manager  or  cluster  manager  if  you  have  specific  questions. 
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The  organization  chart  for  public  services  staff  in  the  new  Main  Library  was  distributed 
on  Thursday,  11/2.  Kathy  Page,  Main  Library  Chief,  will  review  it  with  staff  at  a  Main 
Library  staff  meeting  today,  11/3. 

Next  week,  Kathy  and  the  Main  Library  Department  Heads  will  begin  notifying 
individuals  who  work  at  the  main  library  of  their  actual  job  locations. 


CONSTRUCTION 

The  building  constmction  project  is  in  its  final  phase: 

*Carpets  are  being  laid.  Installers  are  working  on  the  First  Floor  now  and  plan  to  proceed 
up  through  the  Sixth  Floor,  and  then  finish  on  the  Lower  Level. 

*Freestanding  shelving  in  the  public  spaces  will  be  installed  after  the  carpet  is  laid  in  those 
areas.  Compact  shelving  is  already  installed  in  many  locations. 

*Light  fixtures  are  being  installed  and  tested  throughout  the  building. 

*Casework  (service  desks,  built-in  bookcases,  display  cases  and  cabinets,  tackboards  and 
bulletin  boards)  are  being  installed  throughout  the  building. 

*  Sidewalks  and  curbs  are  being  poured  along  Larkin  and  Fulton  Streets. 

*The  life/safety  systems  are  being  tested  and  emergency  messages  are  being  scripted.  As 
the  testing  occurs,  we  will  hear  alarms  go  off  and  see  strobe  lights  flash  all  over  the 
building. 

*Balancing  of  the  air  distribution  system  is  starting. 
*Talking  signs  will  soon  be  installed. 


SERVICES  DURING  THE  MOVE 

Planning  for  continuation  of  Main  Library  service  continues: 

*The  experiment  to  provide  ILL  service  at  branches  began  yesterday.  Test  sites  are 
Eureka  Valley,  Excelsior,  Sunset  and  Visitacion  Valley. 

*The  logistics  of  temporarily  relocating  BSD's  investment  advisory  services  to  West  Portal 
are  proceeding. 

*A  set  of  publicity  materials  that  explain  services  during  the  interim  will  be  handed  out  next 
week. 

*The  Reference  Network  is  preparing  a  Reference  Referral  Directory  for  use  during  the  move 
period. 
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This  Tuesday,  the  Main  Library  department  managers  began  notifying  Main  Library  staff  of  their 
woiic  locations  in  the  new  building.  So  far,  3632s,  3630s  and  36 1 8s  have  been  notified.  A  review 
and  adjustment  period  for  these  assignments  will  continue  through  11/17. 

The  department  managers  will  begin  notifying  3616s,  3610s  and  3602s  next  week  of  their  work 
locations,  with  a  second  review  and  adjustment  period  to  follow. 


In  mid-November,  the  Move  Committee  will  visit  the  new  building  to  walk  through  the  shelving 
spaces  as  they  "map"  the  collections. 

In  late  November  and  early  December,  the  managers  of  each  level's  services  and  programs  will  visit 
their  floor  to  walk  through  their  spaces  as  they  begin  to  work  on  the  specifics  of  planning  services. 

In  January,  the  staff  assigned  to  each  service  will  visit  their  space  as  a  group  to  review  their  area  and 
its  contents  and  plan  together  how  they  will  work  within  it. 

Notices  of  these  visits  and  who  will  attend  will  be  distributed  ahead  of  time.  Move  Committee 
members  should  talk  to  Shirley  McLaughlin,  Move  Committee  chair,  about  their  visit.  Program 
managers  should  talk  to  their  department  heads  about  the  managers'  visits. 

WORK  STATIONS  ASSIGNMENTS 

During  the  next  couple  of  weeks,  work  will  be  completed  on  individual  work  station  assignments 
throughout  the  building.  Information  on  who  v^ill  sit  where  will  be  distributed  through  the  Library's 
Implementation  Team,  with  a  target  date  of  Monday,  1 1/27. 

Once  work  station  assignments  are  made,  department  heads  and  program  managers  will  work  with 
automation,  operations  and  facilities  staff  to  determine  allocation  of  desk  accessories,  telephone  and 
computer  equipment.  These  decisions  will  be  made  in  the  first  half  of  December. 

CONSTRUCTION 

Site  work  continues  all  aroimd  the  building,  including  the  planting  of  TREES  in  planter  boxes. 

Carpets  and  flooring  continue  to  be  laid.  Freestanding  shelves  are  beginning  to  appear  in  areas 
where  carpets  have  been  put  down. 

The  NML  computer  room  on  the  sixth  floor  of  the  new  building  has  been  completed.  DEC  and  its 
subcontiractors  are  now  preparing  the  room  for  the  computer  installation,  scheduled  for  early 
January. 


ADDITIONAL  BUILDING  VISITS 
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Here  is  an  update  on  Main  Library  services  during  the  move: 
CHILDREN'S  SERVICES 
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The  Children's  Bookmobile  will  provide  service  in  front  of  the  Old  Main  Library  on  Mondays  and  Fridays 
from  4-6  p.m. 

During  January  and  February,  Children's  staff  will  do  a  story  program  at  approximately  20  preschool  sites 
in  the  Civic  Center  area. 

aRCULATING  MATERIALS 

The  last  day  that  Main  Library  circulating  materials  will  be  available  to  the  public  will  be  December  3 1 . 
After  January  2,  Main  Library  audiovisual  materials  can  be  returned  through  the  book  and  video  drop 
boxes.  Borrower  Services  staff  will  continue  to  respond  to  pubHc  inquiries  and  problems  over  the 
telephone,  manage  the  booking  of  16mm  films  for  Branches,  empty  book  and  video  drops,  sort  and  shelve 
books  and  route  in  Main  Library  items  returned  from  Branches. 

CRISS-CROSS/REVERSE  DIRECTORY  SERVICE 

The  criss  cross  directories  for  the  Bay  Area  are  being  moved  to  TIP  for  phone  reference. 
DOCUMENT  PICK-UP 

A  pick  up  point  mil  be  established  at  45  Hyde  Sfreet,  2nd  Floor  (Mon-Fri,  8  a.m.  -  5  p.m.)  Pafrons  will 
be  able  to  pick  up  ELL  materials  and  any  ready-reference  materials  gathered  by  Main  Library  departments 
or  Library  Express  for  patron  pick-up. 

INTER-LIBRARY  LOAN: 

The  test  of  Inter  Library  Loan  at  four  branches  (Visitacion  Valley,  Eureka  Valley,  Sunset  and  Excelsior) 
is  underway.  In  December,  ILL  Staff  will  iron  out  procedural  details  and  begin  to  train  the  rest  of  the 
branches  on  handling  ILL  during  the  move  of  the  Main. 

INVESTMENT  ADVISORY  NEWSLETTERS 

The  very  popular  investment  newsletters  and  advisory  services  are  moving  from  the  Business,  Science  & 
Documents  Department  to  the  West  Portal  Branch  during  the  move  period.  This  "Investment  Advisory 
Newsletter"  room  will  operate  from  10  a.m.  until  2  p.m.,  Monday  through  Saturday. 

MAIN  INFORMATION  DESK 

Main  Library  staff  will  staff  an  Information  Desk  at  the  front  of  the  Main  Library  to  help  patrons  locate 
altemate  hbraiy  services  and  explain  the  move  to  the  New  Main.  The  Information  Desk  will  operate  from 
9  a.m.  -  5  p.m.,  Monday  to  Saturday,  from  January  2-13.  Sunday,  January  7,  12  noon  -  4  p.m.  From 
January  15  to  April  15,  the  Information  Desk  wall  operate  only  during  9-10  a.m.,  12  noon  -  2  p.m.  and 


4-5  p.m.,  Monday  through  Saturday.  Hours  may  be  adjusted  as  demand  for  information  changes. 
PATRON  REFERRAL  DIRECTORY 

A  directory  of  information  resources  in  the  Bay  Area  has  been  compiled  by  Main  Library  reference 
librarians.  This  emergency  tool  will  help  staff  direct  patrons  to  useful  places  that  can  directly  answer 
patron  inquiries  on  a  particular  subject. 

POSTING  COMMISSION  AGENDA  AND  MINUTES 

The  official  library  postings  of  city  agency  and  commission  agenda  and  minutes  will  move  from  the 
Business/Science/Documents  department  to  the  office  of  the  Commission  Secretary  at  45  Hyde  Street  as 
of  January  2,  and  will  be  available  to  the  public  8  a.m.  -  5  p.m.,  Monday  -  Friday. 

PROJECT  READ 

Project  Read  will  continue  to  operate  throughout  the  move.  Intake  of  new  students,  tutor  training,  and 
tutoring  sessions  v^U  continue  at  45  Hyde  Street  and  other  locations. 

REFERENCE  REFERRAL 

The  Reference  Network  Referral  Subcommittee  has  drafted  a  set  of  policies  on  handling  reference  and 
patron  referral  dunng  the  move,  which  will  soon  be  distributed. 

SHEET  MUSIC 

Patrons  may  request  copies  of  sheet  music  through  their  Branch.  Branch  staff  may  use  the  Reference 
Referral  Requests  sent  to  the  Branch  Room.  Patrons  who  wish  to  pick  up  sheet  music  at  the  Civic  Center 
pickup  point  may  directly  request  the  Art,  Music  and  Recreation  Department  by  phone. 

TELEPHONE  REFERENCE  SERVICE 

The  Telephone  Information  Program  will  operate  on  its  present  schedule  (9  a.m.  -  8  p.m.  Mon  -  Thurs; 
9  a.m.  -  6  p.m.  Fri  &  Sat;  &  1  -  5  p.m.  on  Sun.  Three  subject  departments  (Art/Music,  BSD,  GC: 
Humanities)  will  answer  ready  reference  questions  over  the  phone  from  9  a.m.  -  5  p.m.,  Monday  through 
Saturday.  TIP  will  operate  with  six  incoming  telephone  lines  and  will  answer  calls  after  the  departments 
close.  Questions  for  San  Francisco  History  and  Special  Collections  will  be  forwarded  from  TIP  or  via  the 
Reference  Referral  Form. 

TRAINING  SURVEY 

The  Reference  Network  is  preparing  a  self-assessment  survey  of  staff  training  needs,  to  be  distributed  to 
staff  in  mid-December. 

WIRING  DIAGRAMS:  AUTOMOBILE  AND  SMALL  EQUIPMENT 

Wiring  Diagrams  will  be  made  available  to  patrons  via  branch  Reference  Referral  Requests  sent  to  the 
Branch  Room. 
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PUBLIC  LIBRARY 

With  22  days  left  until  the  Old  Main  Library  closes  its  doors,  planning  for  the  move  is  in  full 
swing; 

*Steve  McLaughlin,  Automation  Services,  is  leading  the  effort  to  plan  how  we  recode  the 
location  information  for  all  Main  Library  items  included  in  the  online  catalog.  This  will  be 
a  major  job  for  many  Main  Library  staff  during  the  move. 

*The  Move  Committee  is  completing  the  mapping  of  Main  Library  collections.  The  group 
will  meet  on  12/12  to  review  problem  areas  and  adjust  space  allocations  to  fit  everything  in. 
With  approximately  50%  more  shelving  available  than  in  the  current  building,  we  will  find 
a  place  for  all  our  collections. 

*The  Main  Library  Managers  are  assigning  staff  to  the  many  "interim"  jobs  needed  to  be 
performed  during  the  move.  Main  Library  staff  will  be  able  to  volunteer  for  many  of  these 
jobs  following  a  staff  meeting  to  be  held  today.  They  include  labelling  book  shelves, 
adjusting  shelf  heights,  overseeing  moving  company  employees,  monitoring  exit  doors,  the 
loading  dock,  and  directing  traffic  in  both  buildings  and  much  more. 

*Roberto  Esteves,  Marilyn  Thieme,  Debbie  Comue  and  Corine  Jackson  are  leading  the 
planning  of  public  services  during  the  move.  An  information  counter  at  the  entrance  to  the 
Old  Main  Library  is  being  built;  the  Children's  Bookmobile  is  being  rescheduled  to  stop  on 
Larkin  Street  in  front  of  the  Old  Main  Library  twice  a  week;  the  Telephone  Information 
Program,  Art  &  Music,  Business/Science/Documents  and  General  Collections  Departments 
are  all  gearing  up  to  continue  telephone  reference  during  the  move;  Branch  library  staff  are 
being  oriented  to  take  interlibrary  loan  requests  at  all  Branch  locations  during  the  move;  the 
BSD  Financial  Investment  Services  is  being  organized  to  go  to  West  Portal  Branch,  along 
with  BSD  staff^  for  the  duration;  a  Civic  Center  document  delivery  pick-up  point  has  been 
identified  in  45  Hyde,  which  will  be  open  for  business  throughout  the  move. 

*Publicity  about  these  measures  and  more  is  underway.  An  initial  publicity  package  has  been 
printed  and  is  being  distributed  to  all  locations  by  the  Community  Relations  Office. 

*The  Staff  Development  &  Training  Committee,  with  help  from  the  Reference  Network,  the 
NML  building  Engineer  and  others,  is  putting  together  a  staff  training  and  orientation 
program  that  will  start  in  early  January  and  continue  right  through  the  year.  It  will  include 
several  components:  public  service  training,  reference  training  (including  training  on  the  use 
of  our  numerous  electronic  information  resources),  equipment  training  and  orientation  to 
the  use  of  the  building.  Watch  for  specific  announcements  of  these  training  opportunities  as 
dates  and  times  are  finalized. 


*The  Building  Use  &  Care  Committee  is  grappling  with  rules  for  our  use  of  the  building, 
including  building  access,  food  &  drink  in  the  building  and  many  other  issues.  These  rules 
will  be  included  in  the  staff  orientation  presentations. 

*  Assignments  of  current  Main  Library  staff  have  been  announced  for  almost  all  job 
classification.  The  remainder  will  be  announced  within  the  next  few  days.  Individuals'  work 
station  assignments  are  being  blocked  out  now.  Within  a  week,  the  Main  Library  Managers 
will  start  allocating  specific  desk  spaces  to  individuals. 

*Computer  equipment  is  on  order  for  the  new  building.  Public  Services,  Technical  Services 
Managers  and  Automation  Services  staff  are  starting  to  craft  the  process  by  which  allocation 
of  equipment  is  made  to  each  staff  member. 

*Work  is  in  progress  to  announce  and  fill  the  new  positions  to  be  assigned  to  the  Main 
Library.  Watch  Personnel  Notes  for  news  of  these  job  opportunities. 

*  Elena  Engel,  Carol  Brown,  Rich  Walsh  and  Matt  Smyth  are  working  with  fiamiture 
installers  to  plan  delivery  of  the  custom  and  the  systems  fiimiture  starting  1/2/96. 

*Matt,  Elena  arid  the  Engineering  staff  are  participating  in  the  building  systems  testing  & 
start-up  activities  as  well  as  the  construction  project  close-out  and  punch  listing  of  individual 
rooms. 

*Public  Services  and  Technical  Services  Managers  &  Program  Managers  are  visiting  the 
new  building  to  view  their  spaces  and  begin  detailed  planning  of  services  and  routine. 

*Marcia  Schneider  is  leading  our  participation  in  the  Library  Foundation's  plan  for  the 
opening  celebrations,  which  will  take  place  in  late  March  through  April,  as  well  as  planning 
a  farewell  to  the  Old  Main  Library.  You  will  hear  soon  about  a  special  commemoration  of 
our  old  building  as  it  closes  on  12/3 1 . 

*Marcia  is  also  working  with  the  Publications  Committee  to  develop  a  series  of  guides  to 
services  in  the  new  building  as  well  as  guides  to  the  building  itself 

*The  Volunteer  Services  Office  and  the  Friends  are  organizing  a  docent  tours  program. 

*Laura  Lent,  Exhibits  &  Adult  Programming  Specialist,  is  working  with  the  curators, 
designers  and  preparators  brought  to  us  by  the  Rockefeller  Foundation  to  create  our 
opening  exhibits. 

*Laura  is  also  working  with  the  Adult  Programming  Committee  to  develop  a  systemwide 
programming  calendar,  set  up  a  meeting  room  booking  procedure  and  coordinate  displays 
in  the  New  Main  Library. 

*An  update  of  the  time  table  for  all  these  activities  will  be  posted  on  the  3rd  floor  of  the  Old 
Main  Library  next  week,  adjacent  to  the  Staff  Room.  Stop  by  to  see  it. 
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jLEMENTATION  TEAM  REPORT  19 
(ember  22,  1995 


s  issue  of  the  Implementation  Team  Report  will  be  published  only 

electronic  format  due  to  the  holiday  staff  schedule.  Print  this  DOCUMENTS  DEP 
sage  if  your  work  location  is  keeping  a  file  of  these  updates . 


DEC  22  1995 


SAN  FRANCISCO 

e  Main  Library's  last  open  day  for  public  service  is  Sunday,  PUBLIC  LIBRARY 

ember  31,   from  noon  to  5  p.m.  While  there  will  be  no  official 
it  held  in  the  building  that  day,  there  has  been  much  publicity 
get  word  of  the  closure  out  to  the  community.  We  have  relaxed 
rules  about  the  use  of  cameras  inside  the  building  so  that 

iss  RETURN  for  more... 
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;itors  may  take  pictures  of  their  favorite  spot  (in  the  public 
ids  only) .  The  Friends  of  the  Library  have  distributed  several 
■  msand  commemorative  postcards  that  feature  a  nostalgic  photo  of 
;  building.   Be  sure  to  pick  up  a  copy  for  yourself  while  they 
)t  -  the  Friends  sent  supplies  to  all  Library  service  outlets. 

lin  Library  staff  are  being  scheduled  to  cover  the  information 
inter  that  will  open  on  January  2  on  the  old  Main  Library's  front 
pps,  answer  telephone  reference  calls,  help  out  at  various  Branch 
)rary  locations,   staff  the  Investment  Services  temporary  location 
West  Portal  Branch  and  other  tasks  related  to  supporting  public 
rvice  while  we  move. 

ler  Main  Library  staff  will  report  to  our  Move  Coordinator,  Carol 
)wn,  on  the  morning  of  January  2,  to  start  work  as  furniture 
Livery    assistants.  Still  others  will  begin  the  host  of 
jparation  activities  necessary  before  the  book  and  collections 
'■e  can  begin.  Move  mappers  are  still  at  work  figuring  out  where 
i  collections  will  be  shelved.   Shirley  McLaughlin,  Move  Committee 


jss  RETURN  for  more... 


lL> 


File      Settings      Modem  QVT:  Default 

)    #19  22-DEC-1995  12:14:13.50  KAIL 

lir,  and  Kathy  Page  are  troubleshooting  shelving  problems, 
ipping  around  shelves  and  cabinetry  and  finding  solutions  on  a 
Lly  basis  throughout  this  month. 


Thursday,  January  4,  our  moving  company  representatives  will 


ive  to  meet  with  the  Move  Committee  and  begin  working  directly 
h  us  to  prepare  for  the  collections  move,  which  begins  February 

adre  of  Main  Library  schedulers  are  working  on  a  unified  work 
edule  to  be  posted  both  in  the  Main  Library  departments  and  in 
1  Chief  of  the  Main  Library's  office  by  the  end  of  Christmas  Week 
that  everyone  knows  where  to  report  on  January  2 . 

,e  Staff  Development  Committee  has  secured  dates  important 
iponents  of  the  staff  orientation  program: 

luary  12  will  be  the  day-long  Reference  Faire,  to  be  held  in  the 
.n  Library.  Over  20  topics  related  to  our  growing  array  of 

5ss  RETURN  for  more... 
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^ctronic  information  resources  will  be  covered  in  focused 
jsentation  held  in  locations  all  through  the  old  Main  Library, 
:luding: 

7  to  use  the  DIALOG,  Gale  and  Reed  CD-ROM  interfaces 

f  to  access  the  AIDS  Foundation  database 

7  to  use  DataTimes 

?  to  search  EBSCOhost 

^  to  use  FirstSearch  and  which  FirstSearch  databases  use 

Fernet  survival  skills  -  basic  and  advanced 

:ro  to  the  BSD,  HUM  and  TIP  Internet  home  pages 

i  much  more ! 

bruary  9  will  be  the  date  for  the  half-day  all-staff  New  Main 
Drary  orientation,  to  be  held  at  the  Herbst  Theatre,   in  the  War 
norial  Building,   401  Van  Ness  at  McAllister. 

3  Staff  Development  Committee  plans  to  distribute  complete 
Itails  on  these  events  as  well  as  their  complete  training  and 
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a  Opening  Day  Events  Coordination  Team  has  been  assembled  and  has 
jun  to  work  with  the  Library  Foundation  staff  to  make 
cangements  for  the  numerous  special  events  that  will  take  place 
tween  now  and  April  16:  the  team's  members  are  Kathy  Page,  Marcia 
tineider.  Rich  Walsh,  David  Schwabe,  Laura  Lent,  Carol  Brown, 
vid  Price  and  Elena  Engel.  Many  other  staff  members  will  get  to 
rticipate  in  specific  events. 

tie  new  building's  1000+  signs  are  beginning  to  be  fabricated.  The 
rst  signs  will  be  hung  in  mid-January  with  the  balance  installed 
er  the  following  two  months. 


i 


.e  contractor  continues  to  test  the  new  building's  life/safety 
terns.   Each  fire  sprinkler,   fire  alarm,   strobe  light  and  exhaust 
,t  is  being  tested  and  signed  off  on  by  the  City's  Inspectors. 

lutes  of  travel  into  the  new  building  by  the  furniture  installers 
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}  being  finalized  and  coordinated  with  the  contractor. 

itt  Smyth  and  his  staff  are  developing  a  key  allocation  procedure 
I  plan  to  meet  with  Main  Library  managers  in  January  to  start 
:ing  keys  . 

jetings  of  the  Season  to  Everyone ! 
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:e  again  we  are  distributing  this  update  via  electronic  mail  only.  PUBLIC  LIBRARY 

;  furniture  has  begun  to  arrive!  On  Wednesday  at  7  am,   the  systems 
rniture  installers  began  delivering  furniture  at  the  NML  loading  dock. 
:ol  Brown  and  a  hardy  band  of  10  Main  Library  volunteers  were  there  to 
:eive  it.     The  installers  are  carrying  the  components  of  the 
irniture  to  every  floor  where  it  is  staged,  unwrapped,  checked  in 
organized  for  later  assembly. 

stom  furniture  from  Stow  Davis's  factory  in  Indiana  will  start  arriving 
Kt  week,  to  be  delivered  on  alternating  days  from  the  systems  furniture, 
bw  Davis's  installers  will  also  carry  their  deliveries  throughout  the 
n.lding  for  staging  and  set-up.     Our  staff  will  watch  them  every  step 
the  way. 

|ass  RETURN  for  more... 
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e  computer  room  in  the  NML  has  been  "super  cleaned"  prior  to  installation 
the  mainframe  computer,  which  will  move  to  the  new  building  over 
rtin  Luther  King's  Birthday  weekend.     Our  staff  will  "guard"  the  room 
en  and  if  last-minute  work  by  Huber  Hunt's  subcontractors  takes  them 
to  the  room. 

e  last  shipment  of  carpet,  which  was  temporarily  "lost"  in  the  snowstorms 
ck  East,  has  arrived  and  is  being  installed  on  the  two  top  floors.  This 

Is  been  the  last  major  missing  piece  that  might  have  delayed  our  move-in. 
w  the  shelving  subcontractor  can  complete  the  shelving  installation  and 
"ews  are  working  double-time  to  make  that  happen . 

ign  text  and  layouts  for  over  more  than  one  thousand  signs  are  being 
fnalized  between  the  architects,  the  Library  and  the  Foundation  so  the 
Ibricator  can  begin  producing  and  hanging  the  signs. 

iber  Hunt  and  its  subcontractors  are  making  finishing  touches  all  over 
'e  building  and  completing  the  tests  on  the  building's  life  and  safety 
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stems.     The  "flushing  out"  process  has  begun  -  100%  outside  air  is  being 
n  through  the  building's  air  distribution  system  constantly.     We  expect 
take  final  occupancy  of  te  building  by  the  end  of  the  month. 

Ince  Tuesday  morning.  Main  Library  staff  have  been  mobilizing  for  the  move 


setting  up  interim  services  for  the  duration: 


•rrower  Services  and  Lending  Library  staff  are  sorting,   reshelving,  shelf 
ding  and  generally  sprucing  up  the  1000s  of  Main  Library  circulating 
iks,  cds  and  videos  that  are  coming  back  through  the  book  drops  and  the 
.nch  delivery  every  day  and  temporary  shelving  for  the  overflow  that  is 
ng  tracked  down. 

illection  mappers  continue  to  figure  out  where  the  different  parts  of  the 
.lection  will  be  housed.  On  Thursday  and  Friday,  each  department's  mappers 
,  with  Scott  Miller,  our  moving  company's  representative,   to  go  over  their 
»gress  . 

seding  of  the  Brooks  Hall  books  is  getting  underway.     Weeders  from  General 
!ss  RETURN  for  more... 
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lections  &  Humanities,   BSD  and  AMR  will  begin  as  early  as  next  Monday  to 
md  time  in  shifts  in  the  Brooks  Hall  stacks.     An  additional  DRA  terminal 
[  laser  scanners  are  being  installed  to  facilitate  the  process,  which  will  go 
as  a  daily  activity  through  January  and  into  February. 

fimerous  preparation  projects  are  being  kicked  off,   including  an  inventory  of  t 
ivideo  and  compact  disc  collection,  a  cleanup  of  the  bogus  "available" 
:ords  for  Main  Library  circulating  books,   reorganized  new  book  processing 
)cedures ,   special  handling  for  Center  materials  and  much  more. 

:!  Staff  Training  Committee  and  the  Reference  Network  continue  to  prepare  the 
lining  sessions  planned  for  January,  February  and  beyond. 

!  Building  Use  and  Care  Committee  continues  to  draft  recommendations  for  how 
itake  care  of  the  new  building.     These  will  be  unveiled  at  the  general 
■.entation  scheduled  for  2/9. 
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tt  Smyth,  our  building  engineer,  is  lining  up  orientation  and  training 

iormation  on  the  numerous  new  building  systems  and  devices  we  will  be  using. 

tra  Lent,   our  adult  programming  and  exhibit  specialist,   is  putting  together 
ift  procedures  for  booking  meeting  rooms  for  Library  programs  and  community 
»ups '  use.     She  has  created  a  provisional  booking  calendar  to  track  the  many 
[uests  for  meeting  room  space  that  are  coming  in  to  the  Chief  of  the  Main 
>rary's  office. 

il  Signorelli,  our  volunteer  coordinator,  is  training  building  tour  docents . 

l:eam  of  Library  staff  is  meeting  every  Thursday  afternoon  with  the  Library 
^mdation  and  Friends  to  coordinate  Opening  Day  Celebration  events.  Team 

I 


ibers  are  Ken  Dowlin,  Marcia  Schneider,  Eleanor  Shapiro,  Kathy  Page, 
:h  Walsh,  Laura  Lent,  David  Schwabe,  David  Price  and  Cathy  Sanford. 
mdation  sponsored  events  for  the  several  fundraising  groups  will  start 
)pening  in  mid-February. 


.n  Library  managers  are  beginning  to  assign  individual  staff  members  to 
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tk  stations,  and  will  soon  begin  identifying  types  of  telephones  for  each 
ition,  allocate  keys,  computer  equipment  and  otherwise  organize  the  staff 
k  spaces  in  the  new  building. 

3rary  Personnel  staff  are  working  with  Department  of  Human  Resources  staff 
prepare  job  announcements  for  new  positions.     Reassignment  postings  and 
3  announcements  will  be  distributed  throughout  the  Library  as  soon  as  this 
:k  is  completed. 
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The  move  of  the  DEC  ALPHA  computer  system  will  begin  at  approximately  7:00  a.m.  on 
Sunday,  January  14th.  We  do  not  expect  to  have  any  online  service  on  Sunday  but  do  expect 
that  online  service  will  be  restored  by  business  hours  on  Tuesday,  January  1 6th. 

The  data  circuits  for  the  branch  libraries  and  the  DRA  circuit  are  scheduled  to  be  moved  on 
Friday,  January  26th.  Automation  Services  will  be  notifying  the  branches  as  to  the  order  in 
which  their  data  circuits  will  be  moved.  Branch  service  will  not  be  available  until  Friday 
afternoon,  at  the  earliest;  and  Automation  Services  staff  will  contact  the  branches  as  their  online 
service  is  restored.  The  data  circuit  for  Parkside  Branch  will  NOT  be  moved  until  March  1 5, 
1996  because  it  shares  equipment  v/ith  45  Hyde  Street. 

The  move  of  the  DRA  data  circuits  on  January  26  will  impact  the  Main  Library  in  the  following 
ways: 

*  There  will  be  access  to  PAC,  the  Gateway,  and  E-mail. 

*  There  will  be  no  access  to  remote  databases  (UMI  Newspaper  Index,  EBSCO,  ERIC) 

*  There  will  be  Internet  access  and  the  EBSCO  host  may  be  accessed  over  the  Internet 

*  No  copy  cataloging  in  Technical  Services. 

*  Dial-in  access  will  be  available  for  outside  users. 


The  telephone  switch  will  be  moved  on  February  17,  18,  and  19  and  will  have  the  following 
impacts: 

*  There  will  be  no  telephone  service  to  the  Main  Library  or  45  Hyde  Street  (outside  of  the 
cellular  telephones)  during  these  three  days.  The  branch  libraries  will  NOT  be  affected 
by  the  telephone  switch. 

*  There  will  also  be  no  dial-up  access  for  the  three  days. 

*  During  the  three  days,  20  telephone  lines  will  be  assigned  a  temporary  recording 
notifying  the  public  of  the  move  of  the  telephone  switch.  Those  lines  are:  Chief  of  Main; 
Chief  of  Branches;  City  Librarian's  Office;  Commission  Secretary;  Community  Relations; 
Friends  Office;  Personnel;  Volunteer  Services;  TIP;  Art  &  Music;  Borrower  Services; 
Business,  Science,  Documents;  Children's  Dept;  DeafHearing  Impaired;  Humanities; 
Library  Express;  Project  READ;  San  Francisco  History  Room;  Special  Collections. 

*  ^Beginning  February  20th  and  continuing  through  the  completion  of  the  staff  move,  a  total 

of  only  46  lines  can  be  in  use  at  any  time  (including  accessing  voice  mail)  at  the  Old  Main 
and  45  Hyde  Street.  The  47th  caller  receives  a  busy  signal.  Regular  telephone  service 
will  be  available  to  staff  as  they  take  occupancy  within  the  New  Main  Library. 


The  Internet  cu-cuit  will  be  moved  on  Friday,  February  23,  1996. 
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Our  Automation  Services  staff  and  DEC's  crew  successfully  moved  the  computer  room 
equipment  over  the  weekend,  with  only  one  or  two  harrowing  moments.  Congratulations 
and  thanks  to  all  who  helped! 

FURNITURE 

The  systems  fiimiture  is  being  installed  all  through  the  building  and  looks  really  good!  The 
first  delivery  of  custom  furniture  arrived  1/16  and  another  big  load  is  expected  next  week. 

CARPET 

The  last  sections  of  carpet  are  being  laid  on  the  top  floors,  one  step  ahead  of  the  last  of  the 
bookstack  shelving. 

SHELVING 

The  contractor  has  promised  to  clean  the  4th  floor  shelving  by  the  beginning  of  next  week, 
so  that  our  bookstack  adjustors  can  start  their  work  by  1/25.  The  movers  can  label  the 
shelves  starting  1/29  and  the  book  collection  move  can  begin  by  2/5. 

DESK  ASSIGNMENTS,  TELEPHONE  &  KEYS 

Service  managers  are  working  now  on  the  placement  of  telephone  handsets,  key  allocations 
and  desk  assignments. 

COLLECTION  MAPPING 

The  collection  mappers  are  finishing  up  their  work,  with  a  target  deadline  of  1/24,  so  they 
can  hand  the  movers  the  information  they  need  to  begin  the  move  on  2/5.  This  group 
deserves  a  special  commendation  for  all  their  painstaking  work.  It  has  been  an  arduous  task. 


Si 


WEEDING 


This  activity  is  now  in  full  swing,  both  in  Brooks  Hall  and  the  current  Main  Library. 
Amenities  to  make  the  Brooks  Hall  experience  endurable  (such  as  bathroom  access)  are 
being  negotiated  and  miner's  helmets  are  on  order.  This  part  of  the  process  will  surely 
develop  a  mythology  of  its  own  by  the  time  we  finish. 

STAFF  TRAINING  AND  ORIENTATION 

Plans  for  the  first  major  all-staff  orientation  to  the  new  building  are  being  finalized,  to  be 
held  on  2/9,  fi-om  9:00  to  1 1:30  a.m.  A  subgroup  is  beginning  to  plan  follow-up,  in-depth 
orientation  for  smaller  groups,  to  occur  during  late  February  and  March. 

The  first  Reference  Faire,  held  1/12,  was  a  great  success  and  will  be  repeated  on  1/26. 

PUBLICATIONS  AND  SIGNS 

A  kickofif  session  to  create  a  series  of  pathfinders  and  service  brochures  is  scheduled  within 
the  next  two  weeks.  Text  for  stack  end  signs  is  about  to  be  entered  into  a  database  that  our 
graphic  artist  and  assistants  will  fashion  into  large  scale  signage. 

Final  editing  of  all  signs  including  donor  plaques  is  happening  both  in  the  Facilities 
Development  Office  and  at  the  Library  Foundation. 

PERSONNEL 

Main  Library  pages'  placement  recommendations  are  being  finalized  for  forwarding  to  the 
Chief  of  the  Main  Library  this  week.  As  soon  as  1/24,  department  managers  can  distribute 
the  placements  to  staff.  After  the  appeal  period,  final  placement  assignments  can  be  posted. 

Several  new  librarian  positions  have  been  announced,  with  interviews  planned  for  mid- 
February;  additional  reassignment  postings  for  librarian  technical  assistants  will  be 
forthcoming  in  PON. 

MEETING  ROOM  BOOKING 

Policies  and  procedures  related  to  booking  the  meeting  rooms  are  being  finalized.  The 
Exhibitions  and  Programming  staff  have  started  booking  library  staff-sponsored  meetings 
and  hope  to  be  able  to  start  booking  community  groups  by  early  March. 
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Many  staff  members  are  working  heroically  during  this  time  -  handling  special  projects  at 
breakneck  speed,  providing  public  service  under  crowded,  chaotic  conditions,  solving  major 
problems  on  short  notice,  and  above  all,  working  together  in  unprecedented  ways  for  the 
common  good.  Here  are  some  examples,  with  special  expressions  of  thanks  included: 

*Two  teams  of  approximately  thirty  staff  from  Children's,  General  Collections  and  Borrower 
Services,  working  in  teams  headed  by  Kitty  Costello  and  Jim  Jeske,  and  masterminded  by 
Steve  McLaughlin,  changed  the  DRA  location  codes  and  inventoried  the  main  Children's 
Department  circulating  collection.  This  project  is  the  test  case  to  give  us  information  about 
the  amount  of  time  and  effort  needed  to  re-address  items  in  the  online  catalog. 

Linda  Geistlinger  says:  "The  Children's  Department  staff  wishes  to  express  great 
appreciation  to  each  member  of  the  two  hard-working  teams  who  participated  in  the  first 
Location  Code/Inventory  Project.  In  just  9  days  every  item  in  the  Children's  Department  was 
inventoried  in  preparation  for  the  BIG  MOVE.  Merci!  Gracias! 

*The  furniture  installation  crew,  organized  by  Carol  Brown,  our  move-in  coordinator,  has 
been  at  work  since  the  first  week  of  January.  Carol  has  offered  the  following 
acknowledgement : 

On  January  3,  a  hardy  band  of  library  pioneers  donned  hard  hats  and  sturdy  shoes  and 
passed  down  the  ramp  of  the  New  Main  Library  to  prepare  the  way  for  other  staff  to  follow. 
Throughout  the  month,  this  brave  group  of  security  personnel,  dock  watchers,  furniture  and 
building  monitors,  and  elevator  operators  (many  of  whom  begin  work  at  7:00  a.m.  every 
day)  have  performed  all  of  their  assignments  cheerfully  and  conscientiously.  The  work  of 
these  early  NML  explorers  will  long  be  remembered  and  gratefully  acknowledged  by  future 
generations  of  SFPL  employees. 

These  are  but  two  examples  of  groups  of  SFPL  staff  pitching  in  to  get  the  job  done.  Before 
the  new  main  library's  opening  day,  there  will  be  many  stories  like  this! 


MAPPING  THE  COLLECTIONS 


In  the  past  three  weeks,  the  Main  Library  public  service  managers  and  the  collection 


mappers  have  worked  together  to  complete  the  arrangement  of  the  Main  Library  collections. 
In  summary,  the  collections  will  be  organized  as  follows: 

Selected  new  circulating  books  and  the  "opening  day  collection"  will  be  shelved  in  the 
Browsing  Collection.  The  balance  of  the  adult  book  collection,  both  circulating  and 
reference,  will  be  shelved  on  the  1st  through  the  6th  floors,  in  accordance  with  the 
Collection  Component  Charts  in  the  Library's  Collection  Development  Plan,  in  both  open 
and  closed  access  stacks. 

Children's  materials  will  be  shelved  in  the  Children's  Center. 

Current  issues  of  selected  periodicals  will  be  displayed  in  the  public  areas  associated  with 
their  subjects.  The  exact  number  to  be  displayed  on  each  floor  is  still  being  determined.  An 
additional  group  of  current  periodical  issues  will  be  shelved  on  the  5th  floor,  in  the 
Periodicals  Reading  Room. 

Periodical  backfiles  from  1985  on  will  be  shelved  in  the  open  access  shelves  on  the  5th  floor, 
for  almost  all  currently-subscribed-to  titles  that  are  bound.  Unbound  periodicals  and  more 
heavily  used  bound  periodical  backfiles  will  be  shelved  on  the  5th  floor  in  the  closed  access 
shelves.  Least  used  backfiles  will  be  shelved  in  Brooks  Hall  on  an  interim  basis  while  we 
assess  the  periodical  collection's  actual  shelving  needs  as  well  as  the  functioning  of  the 
Magazines  and  Newspapers  Center. 

Government  documents  will  be  shelved  on  the  5th  floor  in  both  open  and  closed  access 
areas,  on  the  4th  floor  in  closed  access  shelving  and  on  the  Lower  Level. 

Selected  San  Francisco  History  materials,  archival  collections  and  Book  Arts  &  Special 
Collections  materials  will  be  housed  in  the  closed  access  shelving  on  the  1st  floor.  Storage 
for  other  archival  collections,  and  processing  areas  for  same,  will  be  created  in  Brooks  Hall. 

For  the  most  part,  the  audio  and  video  collections  will  be  housed  on  the  4th  floor,  in  the 
Audiovisual  Center.  Exceptions  will  include  Children's  Center,  Teen  Services,  San  Francisco 
History  and  Archives  and  Deaf  Services  AV  materials. 

This  summary  by  definition  omits  numerous  details.  Further  explanation  of  the  layout  of  the 
collections  will  be  distributed  as  the  staff  orientation  program  unfolds. 

MOVE  SCHEDULE 

The  book  collection  move  begins  Monday,  February  5,  when  the  contents  of  the  new  4th 
floor  begin  to  be  packed  and  transported  into  the  new  building.  Cleaning  and  completion  of 
the  4th  floor  is  underway,  to  coincide  with  the  beginning  of  the  move. 

The  staff  offices  move  will  begin  no  earlier  than  February  26. 
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At  8:00  Monday  morning,  February  5,  the  Fulton  Street  doors  of  the  old  Main  Library 
opened  and  the  movers  began  to  move  the  Art  &  Music  collections  over  to  the  new 
building.  The  contractor's  staff  had  worked  through  the  previous  weekend  to  make  the  new 
Main  Library's  4th  floor  ready  to  accept  the  collection  -  scratches  on  shelves  were  repainted, 
shelves  werre  cleaned  (although  we  may  clean  them  all  one  more  time!),  restrooms  were 
made  ready  and  many  other  details  were  worked  out  to  enable  the  books  to  begin  coming 
into  the  building.  The  contractor  has  agreed  to  complete  the  last  bits  and  pieces  of  work  that 
remain  on  the  4th  floor  at  night  over  the  next  week  to  avoid  conflict  with  our  movers'  and 
move-in  staff's  activities. 

Here  is  one  bit  of  information  that  ought  to  be  added  to  everyone's  ready  reference  file:  The 
first  book  to  be  loaded  onto  a  book  cart  this  morning  was  the  Encyclopedia  of  Super  Heroes 
(REF  1  R769Ey  according  to  Marilyn  Thieme. 


MORE  FURNITURE 

The  systems  fiamiture  has  been  delivered  and  installed  throughout  the  building.  Accessories 
are  now  being  distributed  and  installed  and  electrical  and  cabling  being  are  attached.  Most 
of  the  custom  fiamiture  will  have  arrived  by  the  end  of  this  week,  installers  are  setting  up 
throughout  the  building.  Standard  fijmiture  will  begin  to  arrive  in  mid-to-late-February. 


MORE  KUDOS 

By  now,  local  media  coverage  should  have  made  everyone  aware  of  the  expanded  Adopt- A- 
Book  program,  by  which  the'  Library  is  making  discarded  books  available  to  non-profit 
groups  who  wish  to  take  materials  prior  to  discard.  Thomas  Tavis  and  Michael  Pineda  of 
the  Branch  Room  deserve  credit  for  handling  the  day-to-day  operation  of  this  service  while 
keeping  the  Branch  delivery  and  other  Branch  Room  activities  going.  Ten  volunteers,  with 
less  than  24  hours  notice,  assisted  Thomas  and  Michael.  One  important  fact  that  did  not 
receive  proper  attention  by  the  media  is  that  this  program  has  placed  approximately  5000 
volumes  in  the  hands  of  non-profits  since  its  inception  last  August. 


OPENING  CELEBRATIONS 


Planning  is  proceeding  quickly  on  all  celebration  fronts.  Events  for  flindraising  groups  will 
start  the  last  week  in  February,  with  preview  receptions  for  the  Filipino  community, 
followed  closely  by  events  through  the  month  of  March  for  the  Latino-KQspanic,  Chinese 
and  other  communities  that  have  been  involved  in  the  flindraising  effort. 

For  logistical  reasons,  Opening  Day  has  been  moved  to  Thursday,  April  1 8th.  This  day  will 
be  the  Library's  official  Public  Dedication  Day.  There  will  be  major  celebrations  both  before 
and  after  the  18th,  however,  ranging  from  a  reception  for  Bay  Area  librarians  the  week 
before,  to  a  Family  Day  event  on  the  following  weekend. 

We  are  also  beginning  to  plan  a  party  for  ourselves  to  celebrate  completing  (and  surviving!) 
the  move. 
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BUILDING  STATUS 

Life/safety  system  testing  is  progressing  swiftly  as  devices  sucli  as  fire  alarms  and  strobe 
lights  are  tested  and  signed  off  floor-by-floor  throughout  the  building.  Testing  begins  every 
day  at  3:30  p.m.  and  continues  until  1 1  p.m.  at  night. 

Carpet  installation  is  reaching  completion.  One  key  area  of  bookstacks  on  the  5th  floor  is 
still  uncarpeted.  The  Library  has  directed  the  bookstack  contractor  to  erect  the  stacks  in  that 
location  so  that  the  book  move  will  not  be  delayed.  The  carpet  installers  will  lay  the  carpet 
around  the  bookstacks,  during  evening  hours,  once  it  arrives  sometime  in  March. 

The  City  is  beginning  to  take  control  of  areas  of  the  building,  starting  with  the  computer 
room,  the  telephone  closets,  certain  elevators  and  the  Children's  Center. 

The  contractor  is  about  to  begin  the  major  final  cleaning  of  the  entire  building.  Library  staff, 
fiirniture  installers  and  non-City  visitors  are  being  asked  to  avoid  certain  areas  while  this 
important  activity  takes  place.  Be  on  the  lookout  for  email  alerts  regarding  places  to  avoid 
in  the  building,  on  a  day-by-day  basis. 

COLLECTIONS  MOVE 

Materials  are  being  moved  onto  the  3rd  and  4th  floors  as  well  as  into  the  Children's  Center 
on  the  2nd  floor.  Next  week,  materials  fi'om  San  Francisco  History  and  Special  Collections 
will  begin  moving  into  the  compact  stacks  on  the  1  st  floor. 

STAFF  OFFICES  MOVE 

The  move  of  staff  into  the  building  will  begin  no  sooner  than  3/1 1  and  will  continue  for 
approximately  two  weeks,  once  the  City  has  taken  temporary  occupancy  of  the  building. 
Carol  Brown,  the  move  coordinator,  is  working  with  the  City  staff  and  the  movers  to 
finalize  the  actual  schedule  of  which  oflfices  move  on  which  day.  This  schedule  will  be 
distributed  to  all  service  units  next  week. 

The  movers  are  also  preparing  a  checklist  of  move  preparation  instructions  regarding  the 
contents  of  our  offices.  The  checklist  will  include  what  to  pack,  how  to  pack,  how  to  obtain 


and  label  boxes  and  other  relevant  information.  Most  of  our  packing  will  occur  during  the 
week  of  3/4 -3/8. 

Carol  Brown  is  also  finishing  space  planning  for  the  last  staff  office  areas  that  need 
modification.  We  hope  to  include  most  if  not  all  of  these  offices  in  the  major  office  move, 
as  additional  fiimiture  and  equipment  are  obtained. 

The  Automation  Services  staff  and  their  assistants  fi^om  the  Main  Library  Public  Services 
Division  will  move  telephone  handsets  and  computer  terminals  to  individuals'  work  locations 
beginning  3/1 1 .  Given  the  scope  of  this  work,  some  of  us  may  need  to  operate  a  few  days 
in  our  new  spaces  without  our  own  telephone  or  terminal.  We  are  preparing  the  process  for 
allocating  computer  equipment  now. 

"Building  Specialists"  are  being  named  on  every  floor  of  the  new  building.  These  people  will 
be  leaders  in  knowledge  about  building  features,  equipment  and  furniture  and  will  work  with 
the  Staff  Training  Committee  and  Building  Use  &  Care  Committee  to  present  orientation 
sessions  to  the  other  staff  on  their  floor.  Training  for  the  building  specialists  will  begin  next 
week. 

Individuals  who  are  moving  from  one  public  service  unit  to  another  will  receive  exact  timing 
information  on  their  move  next  week.  If  you  are  in  this  situation,  expect  to  hear  from  your 
supervisor  by  mid-week.  Library  pages  who  have  appealed  their  assignment  in  the  new 
building  are  having  their  appeals  reviewed  now  and  should  have  a  chance  to  speak  with  the 
Main  Library  Chief  by  the  end  of  the  next  week. 
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The  collections  move  ends  by  Friday  of  this  week.  Groups  of  staff  will  begin  moving  into 
the  building  starting  Monday,  March  18.  The  staff  move  will  continue  for  two  weeks, 
through  Thursday,  March  28.  With  some  exceptions,  the  Public  Services  and  Technical 
Services  units  will  move  &st  and  then  Administrative  and  Support  Staff  units  afterward.  The 
schedule  of  which  services  move  on  what  day  is  shown  below.  Some  adjustments  may  need 
to  be  made  once  the  move  begins  if  unforeseen  conditions  arise. 

Mon    3/18    Catalog/Receiving/Periodical  Processing/Preservation/ 

AV  Support/ Automation  Services/Security/Engineers/Custodial 

Tue     3/19    Art  &  Music/ Audiovisual  Business  &  Technology 

Wed    3/20    General  Collections/International  Languages/Teen  Srvs/Gay  &  Lesbian 

Thu     3/21     Borrower  Services/TLL/Deaf  Services/Sorting/Extension/Mail  Delivery/ 
Supplies 

Fri      3/22    Government  Information  Center/Children's  Center/Project  Read/ 
Friends  of  the  Library 

Mon    3/25    Magazines  &  Newspapers  Center/Library  Express/Environmental  Ctr/ 
OCS/COB/Community  Relations 

Tue     3/26    San  Francisco  History/Book  Arts  &  Special  Collections/ 
Personnel/Commission  Secretary/Volunteer  Services 

Wed    3/27    City  Librarian's  Office/Finance/Blind  Services/Friends  For  Life/ 
Multimedia  Project 


Thu     3/28    Exhibitions  &  Programming/Information  Services  &  TIP/ 
Community  Database  Services 


Si 


Several  services  will  move  somewhat  later  after  various  aspects  of  their  space  planning  and 
furniture  are  completed.  These  services  are  Materials  Selection  Office,  Acquisitions, 
Operations  &  Maintenance,  Library  Foundation,  Middle  School  Outreach,  CityLink,  Main 
Library  Administration  office  (COM)  and  City  Watch  (Channel  54). 

Some  service  units  will  continue  to  maintain  a  staff  person  in  45  Hyde  until  the  opening  to 
ensure  continuous  public  and/or  staff  access.  These  offices  are  the  Friends  of  the  Library, 
OCS,  Personnel,  Community  Relations,  Volunteer  Services,  the  City  Librarian's  office  and 
Friends  For  Life  (tentative  -  watch  for  word  from  project  manager,  Karen  Strauss). 

Packing  instructions  have  been  prepared  and  are  being  distributed  to  everyone  who  is 
moving.  This  includes  how  to  obtain  packing  boxes,  how  to  label  the  boxes  and  what  else 
to  pack. 

In-depth  orientation  to  the  building's  features,  to  furniture  and  equipment  and  other  topics 
begins  Wednesday,  March  13  and  continues  daily  through  Friday,  March  29.  The  "building 
specialists"  for  each  floor  have  been  identified  and  will  begin  to  take  the  lead  in  training  and 
facilitating  questions  from  other  staff.  They  and  several  key  staff  will  lead  these  orientations 
and  others  that  will  follow  between  now  and  building  opening.  The  building  specialists  will 
handle  staff  signups  for  the  orientation  starting  Monday,  March  11,  at  the  Main  Library 
Administration  office  (COM). 

A  schedule  that  shows  when  each  public  services  division  staff  member  who  is  moving  from 
one  unit  to  another  has  been  distributed  to  all  Main  Library  services. 

The  Main  Library  department  managers  have  identified  and  prioritized  the  projects  that  need 
to  be  completed  prior  to  opening.  Some  of  these  projects  are  well  underway,  others  have 
started  working  groups  to  tackle.  Still  others  are  being  formed  this  week.  A  list  of  these 
projects  will  be  included  in  the  next  issue  of  this  update.  Many  of  them  will  be  explained  in 
the  various  orientations  to  be  held  between  now  and  April  18. 

The  Contractor  has  resumed  testing  the  life  safety  system,  which  is  required  for  occupying 
the  building. 

All  carpet  has  been  delivered  to  the  site  and  should  be  installed  within  the  next  week. 

The  Contractor  has  started  the  final  cleaning  of  the  building,  and  some  areas  have  been 
turned  over  to  the  City. 

Within  the  last  week,  the  Library  started  to  install  the  standard  furniture  throughout  the 
building. 

The  Contractor  has  started  training  Library  personnel  on  how  to  operate  the  mechanical 
equipment. 
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BUILDING  COMPLETION  UPDATE 
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Vickie  Wells,  the  Public  Health  Department's  Occupational  Health  &  Safety  Program 
Manager,  walked  the  site  Wednesday  to  assess  the  status  of  building  completion.  She  stated 
that  she  believes  the  building  is  substantially  complete  and  will  be  ready  for  staff  move-in 
next  week.  The  building's  air  ventilation  system  is  running  with  100%  outside  air,  and  has 
been  for  over  two  months.  Painting  of  walls  and  other  interior  surfaces  is  substantially 
complete,  with  only  spot  work  to  finish  punchlist  items  still  required.  Carpet  laying  is 
almost  complete  and  will  be  finished,  except  for  small  touch-up  locations,  by  the  time  staff 
will  move  onto  these  areas. 

Ms.  Wells  reviewed  the  Library's  plan  for  handling  the  inevitable  punchlist  completion  work 
that  will  continue  through  the  next  months  and  for  responding  to  staff  inquiries  and 
complaints  about  the  building.  She  gave  several  helpful  suggestions  which  are  being 
incorporated  into  our  procedures.  She  and  her  staff  have  also  agreed  to  work  with  the 
Library  on  a  continuing  basis  over  the  next  several  months  as  we  proceed  to  move  in  and 
settle  in  to  our  new  building. 
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WHAT  TO  EXPECT 

For  a  period  of  time  after  we  move  in,  workers  will  need  to  perform  work  in  specific  rooms 
or  areas  of  the  building  that  may  require  painting,  electrical  work,  carpet  patching  or  other 
activity  that  may  introduce  products  that  cause  odors;  noise  or  otherwise  be  unpleasant  or 
distracting.  Our  Engineering  Department  will  require  the  contractor's  employees  to  notify 
them  ahead  of  time  of  any  such  work.  The  Engineers  will  notify  staff  in  the  affected  areas, 
in  turn,  of  the  upcoming  work  so  that  they  may  make  arrangements  to  move  to  another 
location  for  that  period  of  time  or  otherwise  plan  for  the  interruption. 

From  time  to  time,  there  may  be  a  communication  breakdown  that  results  in  a  piece  of  work 
by  contractor  employees  occurring  before  our  Engineers  have  a  chance  to  warn  everyone 
affected.  If  that  happens,  you  should  report  the  occurrence,  either  through  your  building 
specialists  or  directly,  if  they  are  not  available,  to  the  Engineers  at  557-4228.  You  should 
then  move  out  of  the  area  while  the  Engineers  take  care  of  the  problem  an  until  the 
disruption  is  no  longer  a  problem. 


REPORTING  PROBLEMS  AND  REQUESTING  CHANGES 

Starting  next  week,  the  building  specialists,  listed  below,  will  take  the  lead  in  reporting 
problems  and  requesting  changes  in  the  building  and  its  environment. 


Staff  who  notice  a  problem  should  ask  one  of  their  floor's  specialists  to  call  in  emergency 
questions  or  problems  to  the  Engineering  Department,  at  557-4228.  An  engineer  will  visit 
your  area,  investigate  the  problem  and  expedite  a  solution.  If  you  cannot  find  one  of  your 
specialists  within  a  reasonable  period  of  time,  you  should  make  the  call  yourself  The 
important  thing  is  to  get  the  information  to  the  Engineers  in  a  timely  way  so  they  can  take 
appropriate  action.  We  are  creating  a  reporting  form  and  log  procedure  that  all  specialists 
will  use  starting  next  week  to  track  these  problems  and  requests. 


The  Building  Specialists  are: 

6th  Floor       Faun  Mclnnis,  6th  Floor  Manager 
Stan  Carroll:  San  Francisco  History 
Mary  Ellen  Wriedt,  Finance 
Rosie  Scott,  Administration 
Steve  McLaughlin,  Automation 


5th  Floor       Carol  Coon,  GIC 

Ackerman  Jones:  Mag/NSP 
Bill  Lynch,  GIC 

Christiana  Duranczyck,  Library  Express 

4th  Floor       Marilyn  Thieme,  4th  Floor  Manager 
Hao  Kha,  Bus/Tech 
John  Pattagalan,  Bus/Tech 
Sam  Douglas ,  Art/Music 

3rd  Floor      Olive  James,  3rd  Floor  Manager 
Annie  Fitzpatrick,  Gen  Collections 
Alan  D'  Souza,  Gen  Collections 
Clayton  Ng,  General  Collections 
Frank  Vaughn,  General  Collections 

2nd  Floor      Linda  Geistlinger,  lst/2nd  Floor  Manager 
Warren  Kennell,  Project  Read 
John  Philbrook,  Children's 
Martin  Magid,  Blind 

1st  Floor       Marti  Goddard,  Deaf 

Lee  Olivier,  Info  Services 
Johanna  Goldschmid,  Info  Services 
Jay  Smith,  Info  Services 
Janice  Broussard,  Borrower  Services 
Thomas  Hui,  Tech  Services 
Greg  McKean,  Tech  Services 
Anne  Roughton,  Tech  Services 
Marie  Kelzer,  Tech  Services 
James  Lim,  Tech  Services 


Lower  Level 


David  Schwabe,  AV 


